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How to process multiple orders 
(batch orders) and manifest 
them in Click & Drop 














How to process multiple orders (batch orders) and manifest them 


in Click & Drop 


Create an order mentary or download your orders from marketplaces in Click & Drop. 


CE 





€ c & Ty /sflite- de storefeeder.com/ 


Orders 


Channel Channel Date 
number referenc 





03/05/2011 


1030 e 13:44 


03/05/2011 


1029 uy | cay 


03/05/2011 


1028 c | 13:44 


03/05/2011 


1027 or | ee 


Despatcl Batch Product Custome 


date number details 


darren 
smith 


radhika 
lorke 


alex 
jones 


darren 
smith 





Postcodi 


540 4rx 


s4] Bsu 


s4] Baz 


540 4rx 


4 co XJ uin Orders - Click & Drop 


Country 


United 
Kingdom 


United 
Kingdom 


United 
Kingdom 


United 
Kingdom 


Total 


£0.00 


£0.00 


£0.00 


£0.00 


"Tz 


^^ 


Batch history Manifests Oi e 


Status 





Select any of your onder that have the same criteria, such as swali 


want to use to send the items. 


Now check that 'Applv Postage is in the selection box and click on 'Go' 


Orders 





Z 
m Wm 13:58 
* |a ji 


format and service that you 
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Select the orders again, if you are sure that these 2 orders contain the same criteria. 
Ensure that Apply Postage’ is selected and click on Go 





Orders / Apply postage 
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Enter the weight, format and service to be used details for the orders selected. 


STEP M. ENE mE Package WEyI aU TNO MME CONTEC parkage SIZE 
Peri eight 


gramme m hg 


Patho ice 
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Step 2. Choose a service 
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Scroll down the page and select an service specific options if required, and then select the tick box to 
confirm that you are not sending any prohibited goods, and then click on ‘Apply’ 
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step 3. Choose service-specific options 


Dhim i aj ig Quem belie @ e 


Step 4. Confirm and submit 
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You will now see this screen, confirming that postage has been applied to the selected orders. 


If you want to generate the labels now, you can or you can go back to your Orders to batch other 
items before printing any labels. 


In this example, we are going to print the labels. 


Select the orders that you want to print labels for. 


= Click & Drop i Dashboard Orders = 


Products 








Orders / Apply postage 
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You will then be taken to this screen, where you select the 'batch that you want to print the labels for. 


Help | Settings | My account | Log out 


CI LI TM 
L sankis J Click & Drop Dashboard Orders Y Products 





Orders / Batch history Manifests | @ C 


9 Batch number Status Manifest number Labels and documents Available actions 





B1005 Label generated z aoe m 2 Darren Hatton Print + Manifest batch 
J 











And click on Print. 


Help | Settings | My account | Log out 


em | - Tu 
L a 8 (a & Drop Dashboard Orders v Products 





Orders / Batch history Manifests | @ Q 


E Batch number Status Manifest number Generation date U ff Orders Generated bv Labels and documents Available actions 





93/05/201 
© B1005 Label generated a 2016 2 Darren Hatton à Manifest batch 














Once your labels have been generated, click on Manifest batch, if you are only sending that batch out 
today. 


If you have other batches to create, you can manifest all batches at once instead of individually, to do 
this in this screen, select all the batches you want to manifest. 


Help | Settings | My account | Log out 





Quo 


Orders / Batch history Manifests — (Y) 


E Batch number Status Manifest number Generation date * Generated by Labels and documents Available actions 





= 03/05/2016 : > 
o B1005 Label generated 13:15 2 2 Darren Hatton Print ~ Manifest batch 
2 03/05/2016 " , 
eo B1004 Label generated 13-02 x 2 Darren Hatton Print ~ Manifest batch 
nn 03/05/2016 5 4 
B1003 New 13-00 2 Darren Hatton Applv postage 


B1002 Manifested M1001 Darren Hatton Print ~ 











i 2batches selected : 
Clear selection [x 


Select an action from the menu 





Then at the bottom of the screen, make sure that Manifest batch’ is selected and click on ‘Go. 


A manifest will be generated and the screen will refresh to show the OBA order number and the 
status of the Manifest as ‘Completed’. 


Help | Settings | Myaccount | Log out 


> r " 
| m | Click & Drop Dashboard Orders Y Products 





Orders / Manifest history Batch history || G9 


L Elang ui ad Manifest date Manifested by 





M1002 5049683349 Completed z so ~~ 4 lin 2 batches Darren Hatton Reprint 
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